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Logging into Novell

The Novell Security System offers network capability while providing accelerated
network security. The Novell Login both allows appropriate users access to the
CONREP data system and protects confidential CONREP patient information.

¥ 5 Novell Login ¥4.80.20000717

Novell Client

Uzermame: ||

Pazsword: I

[~ ‘Workstation only

x|

Cancel

Advanced %

Step

Instruction

System Response

Enter designated user's name in
the Username field.

Note: Should the system deny access
follow system instructions in the pop up
boxes to clear up login issue.

2 | Enter the appropriate Novell
password in the Password field.
3 | Click on the Workstation only
check box.
4 | Click on the OK button. The Novell system will verify that the

user has network clearance.

If you ... Then...

Have clearance | The system will
open the
CONREP Data
System

Do not have
clearance

Novel will not
allow that user
to login.
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Logging into the CONREP Data System

The CONREP login screen allows eligible users to access the CONREP data system.
Since users have various levels of security rights, this login screen insures that each

user logging in has the appropriate security clearance.

Login

C ALIF OGRS

Mental Health

@ B EF AEBTHENEMNT

User Hame: |

Password: |

Server: |WHHSOL2

Database: |COMREP

Clear | Login i

Setup | Quit

Step

Instruction

System Response

Enter designated user's name in
the User Name field.

Enter the appropriate System
password in the Password field.

Select the server in the Server
drop-down.

Note: In most instances this field will not
be changed as system is set to default to
the most current Server/Database.

Select CONREP in the Database
drop-down.

Note: In most instances this field will not
be changed as system is set to default to
the most current Server/Database.
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5 | Click on the Login button or press | The CONREP system will verify that
Enter. the user has system clearance.

If you ... Then...
Have clearance | The system will

Note: Should the system deny access
follow system instructions in the pop up open the

boxes to clear up login issue. CONREP
patient screen.

Do not have The CONREP

clearance System will not
allow that user
to login.
6 Click on the Clear button. This will clear The User Name and

Password fields.

Change Password

The CONREP Data System will allow the user to change their password. Passwords
must be changed immediately if compromised. Additionally, as a security precaution,
passwords should be changed on average once per month to prevent unauthorized
individuals from gaining access to sensitive data. Passwords must be at least 8
characters and one character must be a number.

B3 Change Password 5!

C a4 LuiF RS0 & B EF & ETMEMNMT

Mental Health

Uzer Hame: testuser cu?

Hew Password: "

Verify Hew Password: |
(tzb off fizld ko chanoe password)

Clear Change Password | Close |
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Step | Instruction System Response
1 Login to system using the,
‘Logging into the CONREP

System,” instructions.
2 | Click on the Change Password The system will open the Change
button. Password pop up screen.

3 | Enter new password in the field
New Password.

4 | Retype password in the field Verify
New Password.

5 | Hit the Tab key. The System will enable the Change
button.
6 | Click on the Change Password The system will update the login
button. password to reflect the newly entered
password.
7 | Click on the Clear button. The system will clear the two

password fields.

Set Up New Server Connection

The CONREP Data System will allow the user to make new connections to servers or
switch from one server connection to another. A change in server connection would
occur only if DMH switched to an alternate server or added a new server. Users are
cautioned not to change server connections unless and until DMH notifies of such
change.

B9 Setup Login Configuration E
Connection List
Server | Database |Default DB | Alias
MHHAPSTOZ ConRep True CON REP DEVELOPMEMT
Seruer:| Alias: |
Database: I Defaulty
Cancel | Edit Add | Delete | Exit :
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Step

Instruction

System Response

Click on a server name from the
List Box.

The system will select the chosen
server.

Click on the Exit button.

The system will bring user back to
the login screen.

Add a New Server Connection

The CONREP Data System will allow the user to add a server connection to the
system connection list. Users are cautioned not to add new server connections
unless and until DMH notifies of such change.

ES Setup Login Configuration

Connection

[Server Dakabase Defalk DB | Alias
MHHAPSTOZ ZonRep True CON RER DEVELORMENMT
SErver: ]l #Alias: I
Database: | Defaul: &
Cancel | Save Add | Delete | Exit
Step | Instruction System Response

Click on Setup in the Login
Screen.

The system will display the Setup
Login Configuration Screen.

Alias field.

2 Click on the Add button. The system will disable the
Connection list and enable the
Server, Database, Alias and Default
fields.
3 Enter the new server name in the
Server field.
4 Enter the database name in the
Database field.
5 Enter the database alias in the
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Select the Default radio button.

Click on the Save button.

Note: When the default radio button is
selected, the server/database conditions
that were saved are now defaulted in the
login screen.

The system will update and save all
new conditions entered by the user.

Delete a Server Connection

The CONREP Data System will allow the user to delete obsolete or unused servers
from the system connection list. Users are cautioned not to delete server
connections unless and until DMH notifies of such change.

B Setup Login Configuration Ei
Connection List

SErver: ]MHH.&PSTIJE

Database: ]Cnnﬁep efaul:
Cancel | Edit Add | Delete | Exit
Step | Instruction System Response
1 Click on Setup in the Login The system will display the Setup
Screen. Login Configuration Screen.
2 | Select the server to be deleted The system will enable the delete
from the List box. button.
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3 | Click the Delete button. The system will enable a warning
message
box:

Deiete current connection? %

Are you sure you wish to delete the current connaction?

Note: If a connection is deleted the user
must recreate that connection by following
instructions in the Add New Server
Connection Section.

4 | Click the Yes button. The system will delete the server
connection.

Logging off the CONREP Data System

Users must always click on the Quit Button on the menu bar to log off the CONREP
data System. The Quit function allows the user to log off the database as well as the
network server and allows the database to effectively shut itself down.

Clicking the “X” on the right hand corner of the data system screen will log the user

off the database but not the network server, which will result in unnecessary server
traffic.

Patient Information/Episode Information

The purpose of the Patient Screen is to track movement of CONREP patients to
allow for monitoring of core service compliance and to meet Department of Justice
patient status reporting requirements. CONREP Providers are required to submit
patient admission, discharge, or change in patient status (i.e., AWOL, NA, Transfer)
information within three business days of such occurrence.

To make a patient record complete/active the demographic fields must be completed

in the Info and Care Level screens. When a record is complete, the Record Indicator
will display a green indicator stating “Complete”.
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5 CONREP - [CONREF Patienta] i =121 =
| File Edt fnset Becords Window  Help ..]]
| [E estierks [T Contrackors [E] Beports §of Chorge Preswond ] ot [Z) CofREP Help

ﬂfi:;w.f Fiode Admission D CT&T Patient [0 Program Type  Care Leved Contrachor
Episode |[COWUFDATE || 2120212 | 34e2|[COMREP  |IMTEMSIVE | \DMH Test Contractor 2 |
_ A L i FirstiMnLast: | O | [DoE |
CONMREM Pailzpis ©emeee A0
Last Mame: | Infin |1.'ar'e Lewel Walver |I:-Ia-gn-us|s I!W,,‘Rh |E|al'rr= |Trarr:l'u | Discharge |Hlﬂ:nﬂr
or CE& Fatus: po = Leggad Class: JFC 1370 (05T =]
Shew A | ""EM"" Eind | ﬁuurme:fm. Effeceiys D
CLal F\ﬂljﬂntf\'-]:ﬁ:t | A Cate | Comek: Criy= WI Feace: ﬁmr.ur.n -]
[=] [Patien: Nane L o hl Exkication Levek Iﬁ*- Fndergarter =
fantal Srabus: F:!n Plernsd, Ren = I
[ i an‘.‘h - |
Controkng Offanse: Endcoce | Pedrizsion Date: [oSizarzoee [
[[Z022.6 P2 - W2TH FROFLATT DAMAGE 1 Euth Dute: [or/za1515 =l
Admit From: If.mrnJ'rh.' -
LA I o
# Disability (Check all that apply}
Registered Offenses (Check all that apply)| | 207" e
¥ Mone T mroaipecsis Offencer | [ fe I et
1 L
41 ] o | Fie I Faet
AKAS ﬂ_lllu'l[l'sl e
Record: 14 4| PR e T
e

Add New Patient/Episode

All patient admissions to the Conditional Release Program must be entered in the
CONREP Data System. Prior to adding a patient admission, the user must first
check whether or not a patient was previously in CONREP. If the patient has never
been in CONREP, the user would complete an “Add New Patient” transaction. If the

patient was previously in CONREP, the user would then complete a “New Episode”
transaction.

Add New Patient / Episode

Step 1. Check if patient is already in system:

Patients: | |
CII Nbrs: | |

Step 2. If patient is not in system, please fill out the following fields:

CIRT Prefix: I *I CIRI Number: |

First Mame: | M.I.: | Last Mame:

Cancel
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Step

Instruction

System Response

Click on the Add New Patient/

Episode Button.

The Add New Patient/Episode
screen appears.

2 | Go to step one and check both the
Patients and CIl Nbrs drop-down
boxes to determine type of
admission.
If... Then...
Patient’'s name | Patient has
or Cll # previously
appears on the | enrolled in the
drop-down box | system
Select patient
record and
verify
name/ClII#/
DOB
Skip to Step 5
Patient's name | Patient has not
or Cll # DOES | previously
NOT appear on | enrolled in the
the drop-down | system
box Go to Step 3
3 | If the patient was not previously
enrolled in the system, complete all
fields in Step 2 in the Add New
Patient/Episode Screen.
4 | Hit the Tab key. The system will enable the Add
button.
5 | Click on the Add button. The System will create a new

admission record and Admission ID.
(If new patient admission, the system
will create a new Patient ID.) The
patient status is automatically
updated to Pending and the Record
Indicator will state “Incomplete”.
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6 | Use the drop-down boxes to
complete the following fields:
Program Type
Commit Cnty (Commitment
County)
Residence Cnty (Residence
County)
Race
Education Level
Marital Status
Gender
Note: After the record is complete, the
Status field is auto-filled by the system to
reflect the patient status. (In this instance
it will show an “active” status)
7 | Click on the Find Code button to The system will enable the Advanced
locate the Controlling Offense. Search screen. (See Advanced
Search for further information.)
8 | Click on the first field drop down The system will default to “Contains
and select Penal Code. Item” in the second field drop down.
9 | Type in one or more digits of the The system will default to “And” in
desired Penal Code in the third the fourth drop down.
field drop down and tab.
10 | Click on the Add button The system will display the selected
Penal Code information in the
Criteria box.
11 | Click on the Search button The system will display all Penal
Codes matching the selected criteria.
12

If you ... Then...

Click on Detail | The system will
add the
selected Penal
Code to the

Info Screen

Click on Exit The system will
not update the

Penal Code
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13

Admit From

Use the drop-down box to select
the location from which the patient
was admitted

If you select... | Then...

Community Skip to step 15

Hospital Go to step 14

IMD Skip to step15

Unknown

Skip to step 15

14

Hospital
Select the correct hospital from the
drop-down list.

15

Case #
Enter the most recent 6-digit
Hospital Case number.

16

Use the drop-down box to select
the legal class.

If you select... | Then...

PC 2972 Enter the

effective date

17

Complete the Admission Date and
Birth Date in the corresponding
fields.

Note: Enter dates in mm/dd/yyyy format.

18

Check applicable fields in
Registered Offenses and
Disability boxes.

Note: You must check None if no fields
apply.

19

Click on the Care Level tab and
add the patient’s Care Level.

Note: See Care Level for further
information.

Patient Status is automatically
updated to Active and the Record
Indicator will state “Complete”.

20

Click on the Diagnosis tab and add
the patient’s Diagnosis.

Note: See Diagnosis for further
information.

CONREP Data System User Guide (Version 06/13/03)

Page 14 of 62




Search/View Patient Records

The CONREP Data System provides the user with a variety of ways to search for and
view patient records specific to their program. The Data System search engine
allows the user to both search for individual patient records as well as search for
patient records that fit specified criteria.

Basic Search

A basic search allows the user to search for patient information either by patient’s last
name or CI&l number. A user may only search for patients enrolled in their program.

Shiow All | .ﬁ.dgan-:ed...l Find |

CI&I  Patient Mame |AdmDate |
11 | Patient Mame
| i
Step | Instruction System Response

1 Enter either the patient’s last name
or Cl&l number.

Note: A partial last name or CI&l number
may be entered when performing a
search.
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2 | Click on the Find button. The System will locate all patient
names that match the typed criteria.

If there are no matches to the criteria
the following message box will pop

up:

CONREP

Patient not found or information inadequate.

Note: Scroll to the right on the patient
return screen to see further information on
a specific patient record.

3 | Click on column header. The System will sort by the header
categories in ascending order.

| ciar  Patienk Name | Adm Date

Note: System will sort by only one category
at a time.

4 | Select patient record. The system will display patient
information.

Note: System filter will allow the selected
patient record to be viewed.

5 | Click Show All. The system will clear search filter
and Records Navigator will allow
access to all patient records.

Record: I1| 1 || L IPI |P*|ﬂ|>!..| of &7

Advanced Search

The Advanced Search provides for flexibility in searching patient records. The
criteria values vary and are specific to the screen from which the search is
performed. For example search criteria such as care level, and admission date are
available when performing an advanced search from the Info tab.

Additionally, the Advanced Search provides a number of parameters to assist users
in tailoring a search, such as “contains item”, “doesn’t contain item” and “starts with”.
Both criteria selection and parameters assist in locating records which match user

specifications. A user may only search for patients enrolled in their program.
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-] RBeland, please select records you wish o return.

| Field: J =1 =1 | i || -

Audel
Eoulit
Delete
Seanch |
| sort1: | =¥ | =1 +| IEETER | =1+

Feetorm £l I Wnselect Al I — Detail T Excel BEeport — Help I E xit I
Step | Instruction System Response
1 Select criteria from the Field drop-
down.

Note: Criteria selection is dependent
upon screen from which search is
performed.

2 | Tab to the next drop-down

3 Tab to the next field.

4 Enter a value.

5 | Tab to the next drop-down.
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6 | Make a selection from the drop-
down.
If you select... | Then...
And The system
assumes you
may have more
than one
criteria that will
be added to the
criteria list box.
Or The system
assumes you
may have one
or another
criteria that will
be added to the
criteria list box.
7 | Click on the Add button. The system will add the criteria to the
criteria list.
8
If ... Then...
That is the only | Go to step 9
criteria
There are more | Go to step 1
criteria
9 | Click on the Search button. The system will search records to
find all matches with the specified
criteria.
10 The system will sort in ascending

If ... Then...
The system Go to step 12
reports no

records were
found with the
criteria.

If the system
reports
record(s) in the

return screen.

Go to step 15

order by the parameter selected.
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records to the
patient screen
where user can
view details of
those selected
records.

Click on Excel
button

The system will
open and filter
those selected
records to an
Excel
document.

11 | Click on a criteria.
Click on the... | Then...
Edit button if Go to step 13.
the criteria
needs to be
edited
Delete button if | Go to step 1.
the criteria
needs to be
deleted
12 | Enter the correct data in the search
criteria fields by following steps
1-10.
13 | Select a parameter from the Sort The system will sort in ascending
drop-downs. order by the parameter selected.
14 | Select pertinent records. The records will be highlighted blue.
15 If you ... Then...
Click on The system will
Details button | filter those

Scroll for Records

The record navigator allows the user to manually scroll through the individual records

of patients enrolled in their program.

Record: 14 « || T N I ] N
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Step | Instruction System Response

1 Click '» | navigation button The system moves forward one
patient record at a time.

2 | Click [»1] navigation button The system moves to the last patient
record.

3 | Click -+ navigation button The system moves back one patient
record at a time.

4 | Click 141 navigation button The system moves to the first record.

Calendar Wizard

The Calendar Wizard is a tool wherein the user can view and choose dates in a
calendar format when entering various patient and contractor transactions. The
Calendar Wizard defaults to the current month but will allow the user to choose dates
from previous months.

Calender Wizard |

Calender Wizard

May 2003 [May ~| |2003 -] Jun2003 [Jun | 2003 -]

Sun | Mon | Tue | Wed | Thu Fri Sat Sun | Mon | Tue | Wed | Thu Fri Sat
i 28 28 1 ) 3 Ea 26 30 31
4 5 E i : 10 1 2 < 4 E A
12 13 14 15 |7 =] 3 10 11 12 13 14
19 20 z 22 23 24 15 17 18 18 20 21
2 26 27 2 | | 30 i 22 23 24 25 26 27 28
; 4 - v “ E ' 3 <] 4 g

From Date: [525/2003 To Date: [JliE

Return | Exit
Step | Instruction System Response
1 Double Click on the desired date The system will update the From
on the From Date section on the Date at the bottom of the Calendar
Calendar. Wizard with the selected date.
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2 | Double Click on the desired date The system will update the To Date

on the To Date section on the at the bottom of the Calendar Wizard
Calendar. with the selected date.
3 | Click on the Return button. The system will update the

corresponding date fields as well as
close down the Calendar Wizard.

Edit Patient Records

Patient records in the Info tab should be updated to reflect demographic changes as
they occur. Patient records may be edited as long as the patient’s status is Active
(i.e., Active, AWOL, NA). All fields are available for edit except the Status field, which
is automatically updated by the system. If checked, the None check box must be
unchecked before updating Registered Offenses and/or Disability information.

5 CONRER - [CONRER Patignita] - =181
| File Edt et Becords Window Hein &
| [ eatierts [E] Contractors [E Beports o Chengs Passord [ Cad l:fJEGrFEFI_-H:\.
Add Mew | fcle Admisgon D CT&T Fatient 10 Program Typs  Care Level Contractor
:?I:rﬂ [conuRDaTE || aetd|[miz121212 ][ 3462|[CONREF [[NTEMEWE  |[DWH Test Comvactor2 |
CONHER Paijznis WS Lo . '
Lest tame | 1nfo | Care Level/Wabver |Diagnosis | AWOL/MA | Claims | Transfer | Discharge [ History
orCiER Skt Legsl Qase: fC 1370 (510 =]
stowal | advonced... | End | e | EfectivaDate T
CIal Fabent liame .ﬁ.c’mDmI o Snty lm Rae; m
[a1] [Patisri Hams ) Educabon Level: ., Hrdergarten T
Rasidenos Cnty: |Lake b e m
aendsr: m
Corkrolirsg Cffense: MI didmtssion Date: [jzai00s | (7]

12022, FC - 'WITH PROPERTY DUMAGE

gith Date: [ajzeiees (1]

Edmit From: En.—m.r!:'.- -

I Disabality {Check all that apply) |
Registered fenses (Check all that apply) rlfm [': pr]
| F Hone I o ereotivs Cifere: E [E coher
‘ H s I G i I Snecety = [ L
AkKAs Other 10 I
Record: HI % l Lo e FiE=|EF|FE | of 1
e —r : -
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View/Print Patient List

The system allows the user to view and/or print patient lists while in the Patients tab
of the Contractors screen. The Patients tab defaults to a list of the CONREP
Provider’s historical patients and also allows the user to search for patients based on
their admission status. Users may only view and/or print patient lists for patients
enrolled in their program.

CONIRER Curnirasiors

|El|r|1ent Infn |[runtral:t: Pathenks | Claims | Contacks Contractor: [00H Tesd Confracior 2
Select Adimission Skatus: = ] I
Pakent Ll Legal Class Frog. Type | Carelewd | Admitted Dml‘mg!lil
Di3E, XIHH ML2121212  PC 0SS (Ml COHREP IRTEMGINE 4fLf2005
Courk of Pabierész [1 Prink
Step | Instruction System Response
1 Click on the Contractor button. The system will display the
Contractor screen.
2 | Select the Patients tab. The system will display all patient

names specific to program.
3 | Click on Select Admission Status | The system allows user to select
drop down. criteria for a patient search.

4 | Click on column header. The system will sort by the header
categories in ascending order.

Batiert i Legal Class Frog Typs | Carslevel | Admkted | Clscharged

Note: System will sort by only one category
at a time.
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5 | Click on the Print button. The system will print a report of all
patients displayed on the screen.

6 | Click on the Show All button. The system will clear the search
filter.

Diagnosis

A diagnosis is a label applied to a patient by a physician or mental health
professional after confirming the presence of those symptoms and/or behaviors that
define the psychiatric disorder. Every CONREP patient will have, at minimum, an
Axis | Primary diagnosis, which must be reflected in the Diagnosis tab of the Patients
screen.

| infa | Eare Level/Waiver Diagnasts | awnL/ma | Claims | Transfer |Discharge [History
Moads [ Pimary: moos 'Sol.":ﬂh'r-' A= I

[Enit -] een =1 =] [rrm =1/ pelete |

Add a New Diagnosis

Upon admission, or as soon as known, patient diagnosis information must be entered
in the Diagnosis tab. Users must enter an Axis | Primary diagnosis, however a
patient may or may not have an Axis | Secondary and/or Axis Il diagnosis.

Discharge diagnosis information will be added in the Discharge tab rather that the
diagnosis tab (see Discharging a Patient for further information).
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Add Diagnosis

Axis T Primary: | -]
Axis I Secondary: | =1
Axis 1: | |
add | Exit |
Step | Instruction System Response
1 Click on the Add button. The system will display the Add
Diagnosis screen.
2 | Select or type in the Axis | The system will allow the user to find
Primary drop-down. the desired diagnosis.

Note: Axis | Primary diagnosis must be

entered.
3 | Select or type in the Axis | The system will allow the user to find
Secondary drop-down. the desired diagnosis.
4 | Select or type in the Axis Il drop- The system will allow the user to find
down. the desired diagnosis.

View Diagnosis

The system allows the user to view current diagnosis information by first locating the
patient record to be viewed and then clicking on the Diagnosis tab for the selected
patient. Users may only view Diagnosis information for patients enrolled in their
program.

Edit an Existing Diagnosis

The system allows the user to edit incorrect diagnosis information by first locating the
patient record to be edited and then clicking on the Diagnosis tab for the selected
patient. If a second diagnosis is added in error, contact CONREP Operations for
further assistance.
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| Info |Eare Level/Waiver Diagnosis |AWDL,-"NA |Elaim5 |Tran5fer |Di5charge

Axis I Primary: Bis I Secondary: Axis II:
| =] [zs0.00 =1 [pan.10a =]
1.3 DISRUPTION OF FAMILY BY SEPARTION DSM4
z Legacy DM IV Code
2 PROBLEMS REALTED T THE SOCIAL E|DSM4 |

290.0 DEMENTIA OF THE ALZHEIMER'S TYPE, D3M4

290.00 Legacy DSM IV Code

290,08 DEMEMTIA OF THE ALZHEIMER'S TYPE, DSM4

290,10 DEMENTIA DUE TO MEDICAL COMDITIC DSM4

290,104 DEMENTIA DUE TO CREUTZFELDT-1aK: DSM4 X

AWOL/NA (Movement)

Whenever a patient is determined to be AWOL (absent without leave) or becomes
NA (not available), CONREP Providers are required to submit this status change
within three business days of such occurrence. (A patient is defined as AWOL when
he/she is not receiving treatment or supervision as ordered by the court. A patient is
NA when incarcerated or hospitalized for medical or psychiatric reasons.)

Placing a Patient on AWOL or NA Status

AWOL or NA status information must be entered in the CONREP Data System each
time a patient becomes AWOL or NA from a CONREP Program. The system allows
the user to add AWOL or NA information by first locating the patient record and then
clicking on the AWOL/NA tab for the selected patient.

Mavemant Typa: | =] want on Date: | g[
tun, Raasan: | =] ReturnDate: | M

Corments: Font See: |B 2

Add Cancel
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Step

Instruction

System Response

Select the patient record.

The system will display the patient’s
record.

type in the date for the Went on
Date field.

Note: See the Calendar Wizard section for
further information.

2
If you ... Then...
Add an AWOL | Go to step 3
Add an NA Skip to step 16
3 | Select the Care Level/Waiver tab. | The system will display the Care
Level screen for the patient’s record.
4 | Click on the Add New Care Level | Add Care Level pop up screen will
button. appear.
5 | Select None-AWOL from the Care | The system will add that selection to
Level drop-down. the drop-down.
Core Level: | =]
l§ AFTER.CARE Commureky Aftercars
MO IMD
Effeq INTEMNSIVE Intensve Treatmsnt
TMTER Intermediste
Moma Mane
o= AWoL Nane-AwioL
——— | Moma-NA, Nane-hi
STRP STRP
SLPPCRTED Supparted
WP SV
TRANSITION Transition
6 | Enter the Effective date and hit the | The system will enable the Add
Tab key. button.
Note: The effective date is the same as
the AWOL date.
7 | Click on the Add button. The patient record is updated.
8 | Select the AWOL/NA tab. The system will show the AWOL/NA
screen for the patients record.
9 | Click on the Add AWOL/NA The Add AWOL/NA pop up screen
button. appears.
10 | Select AWOL from the Movement | The Movement Type will be updated
Type drop-down box. and the NA Reason Drop down is
disabled.
11 | Click on the Calendar button or
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type in the date for the Went on
Date field.

Note: See the Calendar Wizard section for
further information.

12 | Enter status of legal proceedings
and other relevant information in
the Comments field.
13 | Click on the Add button. The system will update the patient’s
record.
14 | Select the Care Level/Waiver tab. | The system displays the Care Level
screen for the patient’s record.
15 | Click on the Add Care Level The Add Care Level pop up screen
button. will appear.
16 | Select None-NA from the Care The system will add that selection to
Level drop-down. the drop-down.
Cere Level: | Ji3|
I AFTER.CARE Commmureky Aftercars
IMD Mo
Effieq INTENSIVE Intensve Treatment
TMTER Intermediste
Nome Mane
o= AWioL None-AwioL
— | Noma-hin, Rone-Ma
STRP STRP
SLPPCARTED Supparked
WP S
TRANSITION Trarditiom
17 | Enter the Effective date and hit the | The system will enable the Add
Tab key. button.
Note: The effective date is the same as
the AWOL date.
18 | Click on the Add button. The patient Care Level is updated.
19 | Select the AWOL/NA tab. The system will display the
AWOL/NA screen for the patient’s
record.
20 | Click on the Add AWOL/NA The Add AWOL/NA pop up screen
button. will appear.
21 | Select NA from the Movement The NA Reason Drop down
Type drop-down box. becomes enabled.
22 | Make a selection from the NA
Reason drop-down
23 | Click on the Calendar button or
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24 | Enter the status of legal
proceedings and other relevant
information in the Comments field.
25 | Click on the Add button. The system will update the patient’s
record.

Viewing an AWOL/NA Status Record

The system allows the user to view AWOL and NA information by first locating the
patient record to be viewed and then clicking on the AWOL/NA tab for the selected
patient. Users may only view AWOL/NA information for patients enrolled in their
program.

IInFn |Eare Level/Waiver IDiagnnsis AWDL/NA IElaims I Transfer ] Discharge | History

AWOLMNAIMD NA& Reason Wenk On Date Return Date -
[wor - -] [TEHEEEEE [osjos2003 Delete |
Comments: |
[ma =Jl5atE = [osiod/z003 | pelete |
Camments: |

Add AWOL,/NA i
Record: 14 | 1 || of 2 i

Edit an AWOL/NA Status Record

The system allows the user to edit AWOL/NA information by first locating the patient
record to be edited and then clicking on the AWOL/NA tab for the selected patient. If
a patient is placed on AWOL/NA status in error, contact CONREP Operations for
further assistance.
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IInFu |Eare Level /W aiver IDiagnl:rs'ns AWOLMHA IEla.ims ITransFerID]s-charge Histary

AWOLINAJIMD NA Reason ‘Wenk On Date Rehen Date

[FAOL - -] RS [osi03/2003 Delete |
Cc-rmlents:l
1A, ~|ETatE =] [0Sm04izo0s | n.~|,-:.-|
Comments: |

fidd ANIOL/NA

Record: HI*II 10k [ M| EF (M | of 2

Step | Instruction System Response
1 Click on the desired field.

2 | Make changes to Movement Type, | The system will update the record.
Dates or Comments as
necessary.

Returning a Patient to Active Status

The patient record must be updated to reflect his/her return to the CONREP Program
from AWOL or NA status. The system allows the user to return a patient from AWOL
or NA by first locating the patient record and then clicking on the AWOL/NA tab for
the selected patient.

IInFu- | Care Level/Waiver Il)-in-gmn's AWOLMA Jﬂaims | Transfer IDisv:hm‘ur IHi:l'urr
AVAOLIMAIIMD WA Reason Went On Date Return Date

I || — | [CMEETE [osiosjzoos nelete |

Comments: [
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Step | Instruction System Response

1 Select patient record.

2 | Select AWOL/NA tab. The system will display AWOL/NA
record.
3 | Type the patient’s return date in the | The system will update record to
Return field. reflect Active status.
4 | Select Care Level/Waiver tab. The system will display the Care
Level/Waiver screen.
5 | Click on the Add a Care Level Patient’s Care Level will be updated.
button

Note: See Care Level for further
information.

Claims

The function of the Claim screen is to allow providers to submit Negotiated Net
Amount (NNA)/Core Service and Negotiated Rate (NR) claim data for contract
monitoring and payment purposes. CONREP Providers are to report all services
provided to patients, including those services not funded under contract.

CONRER Coniraeions
| Cureent Info I Cantracks ]Patianlc MMaims I Contacts Cuilro_ur: | |
= = =n:Ir.: R lwﬂr ...... = Ermaml ................................... _| .............. =
SericzTTu; | =1 21 CenType: I__'[ fCigat
servps [RANG | S=viepam | Paben e Rate | Tilnts| amcEled Fud Eeeed |sem:| swmepae |
fulal@lecs [ | rduais] ] nddclam | coccem | PrNT
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Add New Claims

NNA/Core Service and NR claims must be entered on a monthly basis by the 15" of
the month following the month of service. The system allows the user to add new
and corrected claims for the existing Fiscal Year (FY) and prior two FY’s.

Add Claims

Conkract: | Jid T Contract§  Conbract Unks Y70 Unis Bending Unis |

Service: CONREP NNa: | 1] i [ |

Type | Service Rate | Units | StartDate  End Date | contrat 0 [ ]
NER: Coriract § VD $ Perding$  Availsbied |
CONREP NR: | i i Il [|
Nor-CONREP: | I ]

q| ﬂ Comments:

skers [ ]

Provider: |

Claim Armount: |:|

Diate Enbered: 0508/ 2003

Patient; |

Service Links! I Service Date: v I Funding Code: | [ Submitted Add Cancel

Step | Instruction System Response
1 Click on the Contractor button. The system will display the
Contractor Screen.
2 | Select the Claims tab. The system will display the Claims
screen.

3 | Click on the Add Claims button The Add Claims pop up screen will
appear.

4 | Select the fiscal year (FY) from the | The system will display all the
Contract drop-down. contract services related to the
selected Fiscal Year (FY).

5 | Select Service Type from the
Service List box.
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Select a patient name from the
Patient drop-down and Tab to the

next field.

Note: User can quickly locate patient
name by typing in one or more letters of
the patient’s last name in the Patient drop-

screen.

Click on the No
button.

System returns
to Claims tab.

down field.

7 Enter the number of units in the
Service Units field and Tab to the
next field.

8 | Select a service month from the
Service Date drop-down and Tab
to the next field.

9 | Select the funding code from the The system will enable the Add
Funding Code drop-down and button.
Tab.

10

If you ... Then...
Click on the The system
Add button. saves claim
and a pop up
asks if you
want to add
another record.
Do you vachi b nd nather raoard®
B
Go to step 11
Click on the System
Cancel button. | cancels claim
and returns to
Claims tab.
11
If you ... Then...
Click on the System returns
Yes button. to add claims
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View/Search Patient Specific Claims

The system allows the user to search and view all claims for a specific patient by
accessing the Claims tab in the Patient screen. To view claims for multiple patients,
see View/Search Contract Specific Claims. Users may only search and view claims
information for patients enrolled in their program.

| infa | Eare Lewetiwaiver |Diagnasis | aworma Claims | fransier | pischarge [History

Addriiec ﬁd.mﬂm.'l Funding Codes Servae: From il Find
ischargect I | ;I ServiceThan I—LI- Clear
Servie Dabe  Service Tw:tl Lnd= | Contractar |
Step | Instruction System Response
1 Select patient name. Patient record will display.

Note: See Search/View Patient Record for
further information on Patient Search.

2 | Select the Claims tab. The Claims screen will appear with
all related patient claims displayed.

3 Select desired criteria:

Funding Code
Service From
Service Through

4 | Click on the Find button. The system will display all claim
records with specified criteria.
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5 | Click on column header. The system will sort by the header
categories in ascending order.

Scrwie Dot [Serven Ty | Urdx | Conkbractar

Note: System will sort by only one category
at a time.

6 | Click on the Clear button. The system will reset and display all
claims for the patient and clear all
search criteria.

View/Search Contract Specific Claims

The system allows the user to search and view all claims for either a specific patient
or multiple patients by accessing the Claims tab in the Contract screen. Additionally,
the user can tailor their search by Service or Claim Type if desired. Users may only

search and view claims information for patients enrolled in their program.

Current Info |[-untrar.t: |Pa.ti=nb: Clalms ] Contacts Contraitor: [N Test Confractor 2 |
Sepvics From: ﬁmc& - Fundirg Code: Sepwics Type: - I Pttt Plare: -
SarviceThns: [012005 =] JCOMREP Fun =] Claim Type: =] Clear |
Service HR-HING | Service Dake | Pafien bame Bate  Tlints AmtBled | Fund| Entered  Submt | SubmkDote |
1550 Tursa, 0030+ DOE, MIHM ] % TITT] o Shfaa0: Pake | Sf172000
Totd Blled: Total Lnks: addtlaim | ot Clain Print
Step | Instruction System Response

1 Select the desired search criteria.

Note: The user can select more than one
criteria.

2 | Click on the Find button. The system will display all claim
records with specified criteria.
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3 | Click on column header. The system will sort by the header

categories in ascending order.
W ServiceTynel Units I Contractor

Note: System will sort by only one category
at a time.

4 | Click on the Clear button. The system will clear all claims
information as well as search criteria.

Edit Claims

The system allows the user to edit incorrect claims prior to the monthly submission
cut-off date, which occurs by close-of-business on the 15" of every month. To verify
claims available for editing, perform a claims search (see View/Search Contract

Specific Claims for instructions); claims available for edit have a “Submit” message of
“False”.

Update Claims

Contract: [0E il Ve Cortract §  ConkractUnks Y10 Uriks Pending Uniks |
Service: CONREP MNA: | §100,000.00 | il [ ||
Tvpe | Service | Rabte | Units | Start Date  End Date

M 15/50 07/01 f2002 06)30/2003 23 cnmmm
MR Corkract § Y10 % Pending$  Available §
COMREP NR: | $50,000.00 | #Error]| #Errce]| #Error] |
Nor-CONREP: [ #oal[ #ore '
4| | ¥ | Connenks:
Service Type: Rate:
Prenider! [Di4H Tesk Contrackts 2 |

Gl e clam 0
[te Enbered: (05701/2005| Dake Submitked: 050172005
Patient: [o0E, J0mN i

Service LIni:s:I 4 Sarvice Dabe: [04/2003 "I Funding Code: [CONREP = | [ Submited Update I Cancel
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Step | Instruction System Response

1 Click on the Contractor button. The system will display the
Contractor screen.

2 | Select the Claims tab. The system will display the Claims
screen.

3 | Search for patient claim. The system will display patient

claims in the list box.
Note: See View/Search Contract Specific
Claimsfor further information.

3 | Select the desired patient claim.

Note: Double clicking on the claim will
bypass the edit button.

4 | Click on the Edit button. The Update Claims screen will
appear.

5 | Select the appropriate FY contract
from the Contract drop-down.

6 | Edit the desired criteria. The system will enable the Update
button.

Note: One or more criteria may be edited.
The user must Tab from the Funding Code
field to enable the Update button.

7 If you ... Then...

Click on the The system will

Update button | update the
claim.

Click on the The system will

Cancel button | not update the
claim and will
return to the
Claims tab

Adjusting a Claim

The system allows the user to adjust incorrect claims after the monthly submission
cut-off date; previously submitted claims may not be edited for correction. To verify
claims that must be adjusted, perform a claims search (see View/Search Contract
Specific Claims for instructions); claims available for adjustment have a “Submit”
message of “True”. To adjust a submitted claim, a new claim must be added that
adds, subtracts or nullifies (i.e., deletes) units as submitted on the original claim.
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HAdd Clainns

Conkract: | JL2 [T Cortract §  Conbract Unks ¥TD Unks  Pending ks
Service: CONRER NNG: | 1] I [ |
Type | Service  Rate | Units | StartDate  Erd Date | contract i [ |

ME: Cortract § YD & Pendingd  Availstle §
CONREP NR: | i 1| [l |
Non-CONREP: | I ]
q| Ll Comments:
Pranider: |
LR —
Date Entered: [05712/2003
Patiznt; [
Servica Links: I Service Dake: ¥ I Funding Coda: =] [ submitted Add Cancel

Step | Instruction System Response
1 Click on the Contractor button. The system will display the
Contractor Screen.
2 | Select the Claims tab. The System will display the Claims
screen.
3 | Click on the Add Claims button. The Add Claims screen pop up will
appear.
4 | Select the fiscal year (FY) from the | The system will display all the
Contract drop-down. services related to the selected
Fiscal Year (FY).
5 | Select Service Type from the
Service List box.
6 | Select a patient name from the
Patient drop-down.
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7 Enter the number of units in the
Service Units field and Tab to the
next field.

Note: In this field the user will add units,
subtract units or cancel out a previously
submitted claim.
If you ... Then...
Previously Enter the
submitted a additional
claim with too number of units
few units to adjust the
original claim.
Previously Enter a
submitted a negative
claim with too amount of units
many units. to adjust the
original claim.
Previously Enter a
submitted a negative
claim for an amount of units
incorrect to cancel out
patient, service | the claim and
type, service then add a new
month, or claim to reflect
funding type. the correct
data.

8 | Select a service month from the
Service Date drop-down and Tab
to the next field.

9 | Select the funding code from the The system will enable the Add
Funding Code drop-down and Tab | button.
to the next field.

10 | Enter the Comments field.

Note: Enter the reason for the adjustment.

11 | Click on the Add button. The system will add the new claim.
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Transferring a Patient

CONREP Providers are required to submit patient transfer information within three
business days of such occurrence. A patient transfer will occur when one CONREP
Provider assumes supervision and treatment responsibility for another CONREP
Providers’ patient. The CONREP Provider transferring the patient is responsible for
submitting transfer information in the CONREP Data System.

Adding a New Patient Transfer

Patient transfer information must be entered in the CONREP Data System each time a
patient separates from and transfers to another CONREP Program. The system allows the
user to add Transfer information by first locating the patient record and then clicking on the
Transfer tab for the selected patient. If a patient is transferred in error, contact CONREP
Operations for further assistance.

Patient transfers may only occur between CONREP Providers. Patients may not be
transferred to or from STRP or IMD Providers.

Transfer Patient

Contrackor: | ;l

Transfer In: I S
Transfer it I

add | Ewit |

Step | Instruction System Response

1 Select the Patient record.

If you... Then...

Are going to Go to Step 2
transfer a
patient to
another
provider
Just accepted | Go to Step 11
a patient
transferred
from another
provider
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2 | Select the Transfer tab. The system will display the Transfer
screen.
3 | Click on the New Transfer button | The system will pop up the following
message box.
COMREP
ANE 00 SUMR YOU #eankt [ transfer this patient to ancthar COMREP programs
|
4 | Click on the Yes button. The system will enable the Transfer
Patient pop up screen.
5 | Select a contractor from the
Contractor drop-down.
6 | Click on the Calendar button or
type the date in the Transfer In
Date field.
If you ... Then...
Click the Gotostep7
Calendar
button
Type the date | Skip to step 9
manually
7 Select a date from the From The “From” date field at the bottom of
Calendar. the calendar screen will be updated.
8 | Click the Return Button. The Calendar pop up will close and
the Transfer screen will display the
selected date in the “Went on Date”
drop-down.
9 | Click on the Add button. The system will transfer the patient
. information to the new Provider.
Note: Once the transaction is completed,
contact the “New” provider so they can
input changes to their new patient record.
10 | Select the Care Level/Waiver tab.
11 | Click on the Add Care Level

Button.

Note: Care Level effective date is the
same day as the transfer in date. (Even if
the Care Level remains the same, the new
provider is still required to add a new Care
Level to reflect the change of Contractor.
Care Level effective date is the same day
as the transfer in date.)
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12

Select the Info tab.

13

Change the Residence County, if
applicable.

Note: Do not change the Admission Date
field as this field reflects the CONREP
admission date when patient was with the

previous CONREP Provider.

Viewing a Patient Transfer

The system allows the user to view Transfer information by first locating the patient
record to be viewed and then clicking on the Transfer tab for the selected patient.
Users may only view Transfer information for patients enrolled in their program.

Editing a Patient Transfer

Users must contact CONREP Operations prior to editing any patient Transfer. The

system allows the user to edit Transfer information by first locating the patient record

to be edited and then clicking on the Transfer tab for the selected patient.

Step

Instruction

System Response

1

Select the patient record.

2

Select the Transfer tab.

The system will display the transfer

records.

Select the Transfer record to be
edited.
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If ... Then...
Editing the Select the
Contractor field | correct
contractor
The correct Key in the

transfer in date
is beyond the
incorrect one

correct date

The correct
transfer in date
is prior to the
incorrect one

System Admin.
role needs to
delete the
transfer record,
and a new
transfer record
should be
added

Click on the Update button.

The system will update the Transfer
record.
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Discharge

Whenever a patient is discharged from a CONREP Program, CONREP Providers are
required to submit this status change within three business days of such occurrence.

:ﬂ!NE; Pl Admission I C &1 Palieri: 10 Program Type  Care Leved Confractor
1e=n I
Episnde | [COMUPDATE || 7| iz1z1212 [ 34sslfcommEr |MTENSNVE  |[DMH Test Contractor 2 |
. . e Frsjitiast: [JOHN I EEE |
P el B - C-. e
CONMER Pailznes THmeses
Last Blame: | I imifio II:.'.:ﬂ.- Level/Warser |I.'l|aq“c ].h‘wl'.'l. A | Claims I'!'rnn:Fﬁr Discharge IHIsInry
ar CLET Discharge Diske: Legd Backs =
For Dicharge I Il
show il | Sdverced,.. | Pind |
U I Resfiensse - Pvealond] sabooginaleed brcaitse of the commimion of an offarae forswhich tha patlam was
C181  PebientHeme | Ach Deke | P menad
oI TFaters. M Dhasibiper Giis - Frwalond e sebacpiallzed due wo danpenous fibezatening bohavion,
" soncomphanee - Bawgfordebaiidoed don bo progrsm noccomplisnoe or AEOL {nther than befaviars cowared
-
T ernmpensation - Beedoedbebogindioed dos te prychisic dacomparstion (bicams Bataviar, halsntian,
sarvue dapeatsin, bevalts with iy, e
T subsEasmce Almse = Pewebndbebosiazed becarse substanoe abuse was doiornined,
Mafs [ Primary: R [ Secondasy: s 1L
4 L3
—l—] il fdd Discharge Dlagnnsis [
BEAs l Other IDs

Dischargm a Patient

Discharge status information must be entered in the CONREP Data System each

time a patient is discharged from a CONREP Program. The system allows the user
to add Discharge information by first locating the patient record and then clicking on
the Discharge tab for the selected patient.

Contact CONREP Operations if information needs to be edited or updated on a
discharged patient record.

Step | Instruction System Response
1 Select the Patient record.
2 | Select the Discharge tab. The following message box will
appear.
‘AT A ol SRS rod waank bo deschiange Yo vell na Tonegpsr e s bo wnecedily pathsnd ek,
S
CONREP Data System User Guide (Version 06/13/03) Page 43 of 62



Click on either the Yes or No

button. If you ... Then...
Click Yes The discharge
If you ... Then... screen will
Click Yes Go to step 4. appear
Click No The Discharge Click No The system will
becomes return to the
nullified. patient record.

Click on the Calendar button or
type in the date for the Discharge

Date field.

Note: See the Calendar Wizard section for

further information.

Select a legal basis from the drop-

down

If the reason
for discharge
is...

Then...

Revocation,
Rehospitalizat
ion or

Click on one or
more of these
boxes:

Rehospitalizat
ion or

W&l Code
Section
6325B
(MDSOQ)

W&l Code Reoffense

Section Dangerous

6325B Noncompliance

(MDSO) Decompensation
Substance
Abuse

Not Go to Step 6

Revocation,

CONREP Data System User Guide (Version 06/13/03)

Page 44 of 62




6 Click on the Add button.

The following screen will pop up.

Add Discharge Diagnosis

Bxis I Primary I] ;l
fizis I Secondary: | =
Axis 11 | =

Add I Cancel I

7 | Select a Diagnosis from any of the
appropriate drop-downs.

Note: Axis | Primary Diagnosis must be
completed.

8 Click on the Add button.

The system will update the
discharge. The patient status is
automatically updated to Discharged
and the Record Indicator will state
“Discharged”.

Search /View a Discharged Patient’s

Record

The system will allow the user to search and view discharged patient records (see
Search/View Patient Records for further information). Users may only search and
view discharge records for patients enrolled in their program.
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- FirstiMIjLast: [ JOHN 1 | ||DCE

IInfu IEarc Lewel /AYaiver |Diagnusis IAWDL,"HA IEIaims ITransﬁ:r Discharge Il-isl:ury

Discharqe Date: | 05/15/2003 ré?gic?'ﬁ;e |Rehospitalization of MDO parollees =l
¥ Reoffense - Rex;nléed.l' rehospitalized secause of the cammission of an offense for whicy the paient waz
r Dangerous -a;zirzk:ad or rehespitalized due to dangerousithreztening behavior,
[T Moncompliance - Rexru:iked.l'rehusptalized cue to program noncompliance or AWOL (ather than behaviors coverad
alove),

[T Decompensation - Revokedirehosptalized cus to psychiatric decompensation (hizare behavisr. hallutnations
severa deprassion, breaks with raality, ete)

" substance Abuse - Revokedfrehosptalized tecause substance abuse was determined,

Axis I Primary: Axis 1 Secondary; Ads I
Jv71.00 =1 [ | =l Dpelete
Add Discliarye Diaynusis
Care Level

All patients are assigned a Care Level upon admission to CONREP based on the
CONREP Providers’ determination of the required level of treatment and supervision.
A patient’s care level can change at any time based on their level of functioning while
in CONREP.

I Info  Care LevelWalver ll}lagnnir: Iﬂ'ﬁ‘l’.l. NA I Claimns :I Transies !lili'ir'hrn g IHis tnay

Care Leved ﬁd-};atel.e'.'ellll |3'"55'§.l'l-l|l:'||"r-!'|l

Core Laved Code | Effective Date £nd Dake: Comtrarton [

T ETA XTI

Walsaps fdcl Werviers I Dieslesbye Wliivairs I

0d Faryice Coda .DIdFr-.‘crrcrL:f Hew Service = Freoueacy ﬁpp:m':liﬂ‘.b't.: Sporaved End |
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Add New Care Level

Care Level information must be added for every new patient admission or new

episode.
Care Level: | JEd|
Contractor:  fDMMH Test Contractar 2 ;]
Effective Dake: _
End Dake; I—
add |  Ewit |
Step | Instruction System Response
1 Select the Patient Record.
2 | Select the Care Level/Waiver tab.
3 | Click on the Add Care Level The system will display the Add Care
button. Level window.
4 | Select Care Level from drop-down
box:
If care Then... If care Then...
level is... level is...
STRP or | Continue STRP or | Contractor drop
IMD IMD down box enable
Not STRP | Skip to Step 6 Not STRP | Contractor drop
or IMD or IMD down box is
grayed out.
5 | Select a Contractor from the
Contractor drop-down box.
Note: If a patient is moved from one STRP
facility to another STRP facility, the
CONREP Provider must add a new Care
Level and select the new STRP Provider
to allow both STRP Providers to submit
claims for that patient.
CONREP Data System User Guide (Version 06/13/03) Page 47 of 62




6 Click on the Calendar button or
type in the date for the Effective
Date field.

Note: See the Calendar Wizard section for
further information.

7 | Hit the Tab Key. The system will enable the Add
button.
8 | Click on the Add button The system will add the new Care

Level to the Care Level/Waiver tab.
The system will also auto-fill an End
Date for the previous care level
(except Care Level at first
admission.)

View Care Level

The system allows the user to view Care Level information by locating the patient
record to be viewed and then clicking on the Care Level/Waiver tab for the selected
patient. Users may only view Care Level information for patients enrolled in their
program.

Step | Instruction System Response

1 Select the Patient Record.

2 Select the Care Level tab.

3 | Click on the Column Header. The system will sort the records in
ascending order by Column Title.

Edit/Update Care Level

Care Level information may be edited for corrections and must updated as a patient
moves between care levels. The system allows the user to edit Care Level
information by locating the patient record to be edited and then clicking on the Care
Level/Waiver tab for the selected patient. If a Care Level is entered in error, contact
CONREP Operations for further assistance.
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Update Care Level

Care Level: m ;1

Contrackor: fC et Contrackar 2 =]

Effective Dakte: | 04/01/2003 __l

End Diake:

Update | Exit |

Step | Instruction System Response

1 Go to the Patient Record.

2 Go to the Care Level tab.

3 | Double—click on the Care Level The system will display the Update
Record to be updated. Care Level screen.

4 If you Update | Then ...
the...
Care Level Select a care
level from the
Care Level
drop-down box.
Effective Date | Click on the
Calendar
button or type
in the date for
the Effctive
Date field.

Note: See the
Calendar Wizard
section for further
information.

5 | Click on the Update button. The system will update the Care
Level record for the patient.

Waivers

A Waiver of Core Service is a process that allows for deviation from core service
standards, including substitution of an alternative service, lowering of service
freauencyv or deletion of a service reauirement. CONREP Operations sets
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frequencies in the CONREP Data System for specified patients based on waivers
submitted by CONREP Providers that are approved by CONREP Operations

Users will add NNA/Core Service claims, based on approved frequencies and
timelines, as entered in the Care Level/Waiver tab by CONREP Operations.

Viewing Waivers

Users may view patient specific Waiver status by accessing the Care Level/Waiver
tab. If a Waiver has been denied by CONREP Operations, users will see a “Denied
Flag” in the Waiver record. Users may only view Waivers for patients enrolled in their
program.

Waivers Add Waivers | Delete Waivers |

Service Group | Service Codes | Cld Freguency | Mew Freguency | Approved Skark | fpproved End |

Step | Instruction System Response
1 Select the Patient Record.

2 Select the Care Level/Waiver tab.

3 | Click on Care Level Record. The system will display all waivers
related to that care level for the
patient.

4 | Click on the Column Headers. The system will sort the waivers in

ascending order by the Header title.

History

The History screen displays specified patient status and demographic information
changes and their date of change, which is based on users’ data entry updates. The
History screen fields are read-only and may not be edited.
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Adding Patient History Footnotes

The History screen contains a Comments field that allows users to document the
reason for any data entry changes. To add comments to a patient record, first locate
the patient record and then click on the History tab and add relevant information.

IO TErES: Fort Sea: |3 -
hd|
Step | Instruction System Response
1 Select the Patient Record.
2 | Select the History tab. The system will display the history for
the patient’s record.
3 | Enter comments in the Comments
field as necessary.
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Viewing Patient History

The system allows the user to view patient history information by first locating the
patient record to be viewed and then clicking on the History tab for the selected
patient. Users may only view History information for patients enrolled in their

program.
Step | Instruction System Response
1 Select the Patient Record.
2 | Select the History tab. The system will display the history for
the patients record.
3 | Click on the Column Headers. The system will sort the records in

ascending order by Column title.

Other IDs/CI&I

Other ID’s is an optional field where users can enter a patient’s Social Security
number if desired.

Changes to CI&l numbers must be entered in the Other ID field. A CI&l number may
be changed by Department of Justice if that patient’s CI&l number is purged or the
Cl&l prefix (i.e., prefixes “M” or “H”) is automated.
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Prefix | Yalue | External Code |

Exp. Date |

| =1 |

=1 ||

Add

| Delete |

Exit
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Add IDs/Cl&l

The system allows the user to enter Social Security numbers and CI&I number
changes by first locating the patient record and then clicking on the Other IDs button
for the selected patient.

Add Patient External ID
External Code: Im ;l
1D Prefix: I - I

1D Value: |

Effective Date: I 04/02/2003

Add | gam:ell

Step | Instruction System Response

1 Select the Patient Record.

2 | Click on the Other IDs button. The system will display the Patient ID
screen.

3 | Click on the Add button. The system will display the Add
Patients External ID screen.

4 Select the external code from the
External Code drop-down box.

5 | Select the ID prefix from the ID
Prefix drop-down box.

Note: A prefix must be selected if the
External Code is a CI&l number.

6 Enter ID value in the ID Value field.

Note: Cl&l numbers must be 8 digits.

7 Click on the Calendar button or
type in the date for the Effective
Date field.

Note: See the Calendar Wizard section for
further information.

8 | Click the Add button. The system will update the patient’s
record.
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View IDs/CI&I

The system allows the user to view Other ID’s/CI&I information by locating the patient

record to be viewed and then clicking on the Other ID’s button for the selected
patient. Users may only view Other ID’s/CI&l information for patients enrolled in their
program.

Step

Instruction

System Response

1

Select the Patient Record.

2

Click on the Other IDs button.

The system will display the Patient ID
screen.

Edit IDs/CI&I

The system allows the user to edit Other ID’s/CI&I information by locating the patient
record to be edited and then clicking on the Other ID’s button for the selected patient.

If Other ID’s or CI&l numbers are entered in error, contact CONREP Operations for
further assistance.

Step

Instruction

System Response

1

Select the Patient Record.

Note: ClI&l numbers must be 8 digits.

2 | Click on the Other IDs button. The system will display the Patient ID
screen.
3 | Click on the Add button. The system will display the Add
Patients External ID screen.
4 | Select the external code from the
External Code drop-down box.
5 | Select the ID prefix from the ID
Prefix drop-down box
Note: A prefix must be selected if the
External Code is a CI&l number.
6 Enter ID value in the ID Value field.
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7 Click on the Calendar button or
type in the date for the Effective
Date field.

Note: See the Calendar Wizard section for
further information.

8 | Click on the Add button. The system will update the patient’s
record.

AKA

The acronym AKA (i.e., “also known as”) refers to other names that an individual is
known by. If a CONREP patient has AKA'’s, those names will typically appear on that
patient’s Rap Sheet.

B Patient AKA's

| iFirst Name Last Name | End Date |

| | _ | [pelete]

Exit

Add AKA

The system allows the user to enter patient AKA names by first locating the patient
record and then clicking on the AKAs button for the selected patient. A feature of the
AKA function is that the last AKA name entered is the name that will display on the
patient record and CONREP Data System reports (e.g., CRP 505 report, etc.). If the
user wants to change the name appearing on the CONREP Data system and
Reports, another AKA record can be entered with the desired name.
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Add Patient AKA

First Mame:
Middle Initial:
Last Mame:

End [Date;

S —

[ ]

Add | Eam:ell

Step | Instruction

System Response

1 Select the Patient Record.

2 Click on the AKAs button.

The Patient AKA’s screen will
appear.

3 Click on the Add button.

The Add Patient AKA pop up will
appear.

4 | Complete the following fields:
- First Name

- Middle Initial (Optional)
- Last Name

5 | Hit the Tab key.

The Add button becomes enabled.

6 Click on the Add button.

The system will update the patient’s
AKA.

View AKA

The system allows the user to view AKA information by locating the patient record to
be viewed and then clicking on the AKA button for the selected patient. Users may
only view AKA information for patients enrolled in their program.

Step | Instruction

System Response

1 Select the Patient Record.

2 Click on the AKAs button.

The System will display the patient’s
AKA's screen.
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Current Contractor Information

The Current Info tab in the Contractors Screen displays location and contact
information for both active and inactive CONREP Providers and their associated
subcontractors.

CONPRER Coniraciurs ! 1ot Cartracter 2 =]|_tdanced.. |

" PrismefIPA0 Conbractors € SubContractors € STRFs 1Al Contractors

Current Info | Cantracts |Patiznts | Claims | Contacts Contrartars [0H Tes Cortracior 2 | lad Coronton|

Cortrachar Hama: |'_‘u""H Task Cortrackar 2
Ernal Addrass: [ Cortractor Hou: [iHaiz
Fhone: [[OU6) 9090358 Faw |(316)905-3993  Conbrachor Ic
Strest pdress: [123 Main Street
aty: [Pleasontele =] e oa =] De: 3 =]

Region: [Veley =] Stabus: [ACTIVE =] Skstes Date: [ 0FjDLEO0Z

Thpa: |Dt|1c'! LI Fars: tpri'rs:- ;I Courly: E:aﬂm "'I

View/Search Current Contractor Information

The system allows the user to view contract information by first clicking on the
Contracts tab, and then clicking on the selected FY contract to view associated NNA
and NR contract services. Users may only view contract information for their
program.

Contracts

The Contracts tab in the Contractor screen contains information on all CONREP
Provider contracts and their associated NNA and NR services.
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View Contracts

CONREP Providers may view FY contracts by selecting the Contracts tab from the
Contractor Screen. Users may only view contract information for their program.

oy gu T i Find Contractor: |OMA Test Contractor 1 - Adyanced... I
COVHEF Caniraciors ! -
(¥ PrimefIMD Cantractors £ Sub Contractors O STRFS ¢ Al Cantrachors

Current Info Contracts | Patients | Claims | Contacts “ontratkor: (DiH Test Contractor | | e

e 3l (i 45 an 50 L) ' (2-59534 (] =1 ik
Z001 - $150000,00 F1O0000.00 450000.00 $50000.00 10 oL-gawas 0 6302002

Rabe (B) Max Unfis | MRJNMA Type | Serdce Code | Stak Dete  End Dake anirachorn

05110 FiLiz2002 GIE0)2003

Sevice gt 40000 | Add New Service | Delete Service || Edit service | Add Contract |  Edit Contract
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Contacts

The Contacts tab contains key administrative and/or clinical personnel contact
information for all current CONREP Providers.

= - - - Einl Contrachor: JOLE Test Colracio 2 = | Advanocd,., |
COMNMEM Carnlirasiars e hl
% Frime/M4D Cordractors © Sub Cordractors T STRFs O Al Contrackors
| Curreent Info FEnl'll‘.raEI: |Pdientg 1 Claims Contacts I Confractor: [ Test Cardracior 2 ] A Eankreciar |
Mame Address Phme J Fase ff Emiafl Start Dabe / Enad Giate £ UserlD
First: [Jakn Street; [123 M Srest Fhone: [215) Fe-2500 Starl: [04/2E{2005 DBelebe |
w1 Cy: Pleacantvia Fae: [[915) s00-0%00 End:
Last: [Smih ke [O0 7ip: 123 Emil: [BathBasloom User 10: [Testliser CUZ
Add Conkack I

View Contact

CONREP Provider contact information may be viewed by selecting the Contacts tab
from the Contractor Screen. Users may only view contact information for their
program

Reports

A variety of CONREP Data (CRP) System reports are available for viewing and
printing via the Reports Screen. The CRP Reports compile patient and claim data
submitted by CONREP Providers and are a means by which CONREP Providers can
monitor service utilization and contract compliance. CONREP Providers should print
reports monthly on the 16™ of the month or the first working day thereafter to monitor
for both timeliness and quality of submitted data and to ensure compliance with
contract specifications.
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] COMREP - [Report Queue Wizard]
| File Edit Ireert Records Window Heln &

[F] Patients [E] Contractors [ Repoets fffChange Password [G] gut (2] conres Helo

Report Wizard Yiaws

Prenare Report | Report Qusue | View Templates | Brint Reports

Report: [CRP 209 |
CONREP Linits & Funds Confracted & Claimed

Parameter: Fiscal Year Add To

Queue

Parameter Value: [2002 =l

Column Name: FiscalYear EIrrlmedl'atEi
Print |
Encapsulator: | Preview |

Expression: =

Save Record Edit Recard Cance [

R - - = e e e ]|

Preparing/Printing Reports

The system allows the user to prepare, view and print reports specific to their
program by accessing the Reports Screen.

Step | Instruction System Response
1 Click on the Reports Button The system will display the Reports
Screen
2 | Click on the Prepare Report The system will display the Prepare
Button Report screen

Note: The system will default to the
Prepare Report Button when opening the
Reports Screen

3 | Click on the Reports drop-down The system will display a report
menu

4 | Select the desired report The system will display a parameter
and parameter value (if "applicable)
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If you ...

Then...

Want to
change the
Parameter
Value

Goto step 6

Want to keep
the default
parameter

Goto step 8

Click on the Edit button

The system will allow the Parameter
Value to be changed

Click on Save Record button

Note: clicking on the cancel button will
cancel the previously entered Parameter

Value.

The system will save the new
Parameter.

Click on the Immediate Print

Preview button

Note: use the navigator to scroll and view

report pages.

The system will display the selected
report

If you ... Then...
Click on the The system will
Print Icon print the
selected report
in its entirety
Click on the The system will
File menu allow the user
option and click | to print
on the Print selected pages
Icon of the report
Click on the The system will
Close Report | close the
button selected report
and return to
the Prepare
Report screen
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Trouble-Shooting

e Screen freezes up when Click on the Esc Key to cancel the
performing transaction transaction and data entry again.
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